Charms Access Instructions

1. Go to charmsoffice.com and click on the Login button in the upper right:
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2. Click on the tab for Parents/Students/Members:
A. Enter the School Code: Lakotawestbands
B. Click Enter Parent Area button

& Teacher/Helper & Parents/Students/Members

School Code |

Enter Parent Area

NOTE: By using this product you agree that your use of our website
and any services are subject to our Terms of Use and Privacy
Statement

3. Enter your student’s Lakota West Student ID as the Student Area Password. Then press the
Enter button:

CHARMS OFFICE ASSISTANT
PARENT/STUDENT AREA
LAKOTA WEST HIGH SCHOOL BAND

Catenoan | [ “VoLuweers |W) T EmAN DIRECTORS
[ @ BY USING THIS PRODUCT YOU AGREE THAT YOUR USE OF OUR WEBSITE AND ANY SERVICES ARE SUBJECT TO OUR TERMS OF USE AND PRIVACY STATEMENT ]
Student Area Password: (Case Sensitivel) Trip Chaperone Password: Non-Parent Volunteer ID:

IF this is your first time logging in to Charms, you will receive an
email with directions on how to create your password.

* You will be required to change the password after logging in the first time. All users for this
account (student and parents or other adults) share the same password. Make sure the new
password is one that everyone will remember.



4. After logging in, you will be directed to the main screen:
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i) DO YOU HAVE MULTIPLE STUDENTS USING CHARMS? YOU CAN NOW LINK THEM BY CLICKING THE "MULTIPLE STUDENTS" BUTTON BELOW!
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On the main screen you will find:

» Update Info — enter contact and other student info plus add adults to the account

» Handouts & Files — access music or other information provided for the students by the
directors

» Website — link to the Lakota West Bands website

» Email Staff — staff email addresses, generates an email using your local email app

> Calendar —this is NOT the calendar that is updated. Please refer to the calendar on the
Lakota West Bands website for the most up to date event information

5. Click the Update Info button to fill out your student’s contact information, t-shirt size (show
shirts will be ordered with this size), and add adults to the account.
Make sure to hit Update when finished making changes!

CHARMS OFFICE ASSISTANT
PARENT/STUDENT AREA
LAKOTA WEST HIGH SCHOOL BAND

TEST TEST

PERSONAL INFORMATION
Update Student Detail - Test Test n

- Test's Information

Student ID

First Name

j65f32v7

Test

o Personal Instrument [-El

Create eSignature

e

Locker

o T-Shirt Size

B Camp Room

Leader Team

Sex ~

null | Combination

Middle Name Select size... v
Last Name Test Primary Group none
Other Groups 2023 Marching Band
o Address ol P 2023 MB Rookies
City, St Zip Instrument/Part: MB Inst: Not Assigned
Concert Inst: Not Assigned
Jazz Inst: Not Assigned
Phone cell o o Assane
T-Shirt Size
E-mail tmyoby@gmail.com



A. Fill in as much contact information as possible (access to this information is only granted
to the directors and a few Upbeat Club executives)

B. Enter information about your personal instrument (useful in cases where the instrument
is misplaced)

C. Enter T-Shirt Size (this will be the size show shirt that is ordered for your student).
Please Note: there are two fields for T-Shirt Size and the directors have asked that both
are filled out.

6. Click Add New Adult to link an adult name and email to this account. Add as many adults as
needed — all adults will be included in the Charms email communications from directors and the
Upbeat Club executive team:
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& STUDENT INFORMATION UPDATED

/y Test's Information

Copy Dotted Fields From Student? Use this button to copy
salutation \ the student's address Relation Mother >

information to the adult

First Name record. Or manually E-mail 1 test@gmail.com
enter the address
® Last Name Test information as needed. E-mail 2

Work Phone Occupation /Skills
® Home Phone

Cell Phone

® Address null

® City, St Zip

Create eSignature

* Be sure to click UPDATE in the upper right to save the adult information entered!

Password resets: If you don’t have the correct password for your account, a password reset email can
be sent to the student’s email account on file. An incorrect login attempt will direct you to the page
where a password reset link can be requested. Fill in the first and last name and either the cell phone or
email for the account:

We're sorry but the Student Password or ID number you entered were incorrect.

If you would like Charms to reset the student's password, please enter the student's name as well as their email address or cell phone (or both). If we find a match, we will send
an email/text message to the student's email address/cell phone on file, with a link to change their password.

NOTE: IF YOU DO NOT HAVE AN EMAIL ADDRESS OR CELL PHONE LISTED IN CHARMS YOU WILL NEED TO CONTACT YOUR TEACHER WHO CAN RESET YOUR PASSWORD,
First Name: Last Name:
Email Address:

Cell Phone Number:

Reset My Password

If you do not have a student phone number or email linked to your account, please request a reset link
by emailing:

e |WBands@gmail.com
or

e President@lakotawestbands.org

Be sure to promptly reset your password because the password reset link expires after 24 hours!
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